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Dear IDP Participant:

Thank you for your interest in the Intern Development Program! The enclosed resource
package contains the following material:

� IDP Guidelines, which describes the program’s objectives, resources, 
training requirements, and conditions, and provides general information 
about architectural registration;

� an application for an NCARB Council Record; and

� a list of NCARB jurisdictions requiring IDP training for initial registration.

For further information about IDP training requirements and conditions and 
NCARB Council Record application procedures, go to www.ncarb.org, e-mail NCARB
Customer Service at customerservice@ncarb.org, or call NCARB Customer Service 
at 202/879-0520.

You may obtain additional information about the IDP advisory system, your IDP State
Coordinator, and supplementary education resources from AIA’s Emerging
Professionals Division at www.aia.org/idp_default or by calling 202/626-7456.



INSTRUCTIONS
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CERTIFICATE



GENERAL
NCARB’s “Application for Council Record/Certificate”
(Form 112) is used by all applicants for a Council Record
whether they are applying to obtain NCARB certification
or to participate in the Intern Development Program
(IDP). If you previously established an NCARB Council
Record, please contact NCARB at 202/879-0520 to
obtain a Supplemental Application form.

Fill out the form accurately, neatly, and completely.
Type or neatly print using black ink so that clear electron-
ic images and reproductions can be made. Use “N/A” for
those sections that do not apply in your situation, and
attach additional sheets when necessary to explain com-
plex or unusual situations. (DO NOT attach a resumé in
lieu of completing the form.) 

Return the original to the Council. Retain a copy for
your file. 

If your application is accepted after preliminary
review, the Council office will advise you of your
NCARB File number. Use the NCARB File number on
all subsequent correspondence with the Council before
and after certification.

We will send you a letter of acknowledgement with
forms for verification of education and employment, and
for architect references if required. The information on
the application (Form 112) for which verification is
requested is usually sufficient for establishing a Council
Record; however, the Council may ask you to furnish
additional documentation.

A. REGISTRATION HISTORY
Indicate registration status in all U.S., Canadian, and
other jurisdictions where you are currently or have been
previously registered. For each registration, include your
registration number and the date on which you were ini-
tially registered. Note any registration that is not currently
in good standing and the reason why it is no longer in
good standing. Include registrations and licenses that you
hold for other professions. Attach additional sheets as
necessary.

B. EXAMINATION HISTORY
Indicate the examination(s) you have completed and give
the jurisdiction(s) for which you took the exam(s).
NCARB will verify examinations passed by contacting
those registration boards directly.

C. EDUCATION HISTORY
List the colleges and universities that you have attended.
Designate those where you received your architectural
education. Applicants who have had no college education
should list the date of graduation from high school (or
high school equivalent) and the name of the school.
Applicants without a high school diploma or equivalent
are not eligible for certification. An applicant who did not
receive a degree from a college or university should show
major field(s) of study (i.e., architecture, etc.) and the
number of credit hours (semester or quarter) earned.

If your professional education was acquired in a for-
eign country, the Council may require that your educa-
tion be evaluated by the Education Evaluation Services
for Architects (EESA), through the National Architectural
Accrediting Board (NAAB). (Applicants who are regis-
tered in Canada are exempt from this requirement if their
education is certified by the provincial registrar.) This
evaluation may also be required if your education was
acquired in the United States and resulted in anything
other than a professional degree in architecture accredited
by NAAB. NCARB will advise you if this evaluation is
required and provide you with instructions after receiving
your application.

Credit cannot be granted for education that is not
verified by an official transcript or EESA evaluation. Prior
filing of such documents with a registration board does
not preclude the furnishing of copies to NCARB.

If you attended schools in the United States, we will
ask you to have your official transcripts sent to the
Council office directly from the school. After we receive
your application, we will send the necessary official
authorization and inquiry forms to you. Do not ask the
schools to send transcripts to the Council until after
you have been issued an NCARB File number. The
education inquiry form includes provisions for you to fur-
nish the school with a transcript fee, if required.
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D. PROFESSIONAL, PUBLIC, AND COMMUNITY SERVICE
List membership and activities in professional, public,
and community organizations, noting any offices held.

E. TRAINING HISTORY
You must provide complete information on your entire
employment experience. Accuracy of the dates (month,
day, year) and the types of employment are very impor-
tant. We will ask you to contact employers for confirma-
tion of the employment record using forms provided by
NCARB. Include employment with organizations that 
are not architectural firms and employment not directly
related to architectural work so that no gaps appear in the
chronological listing. Note periods of self-employment
and unemployment where they occur, rather than leaving
a period of time without explanation.

Differentiate carefully between periods of part-time
and full-time employment and show the hours per week
worked in the part-time employment. Indicate the appro-
priate employment status and the type of services ren-
dered by each employer.

List complete current addresses for all employers. If 
a firm has dissolved, list the previous name and address
and list a current address of your former supervisor. If a
firm is now operating under a different name, list the
name and address at the time you worked there. If a for-
mer employer is deceased, list the former address and list
a current address of a reference source (preferably an 
architect) who can verify your employment history with
the firm.

All experience, including that gained with organiza-
tions other than the offices of registered architects, will be
evaluated in accordance with Chapter 1 or 2 of NCARB’s
Handbook for Interns and Architects. (Interns should refer
to IDP Guidelines.) For experience with firms indicated as
“other,” include a brief description of the nature of the
work performed.

If part of your chronological experience record
includes time spent in military service, please furnish a
legible copy of your “Report of Separation from the
Armed Forces of the United States” (DD Form 214).

If more than eight employers are included, photo-
copy page 112-3a as needed.

F. ARCHITECT REFERENCES
Three architect references are required only for applicants
who have practiced as a principal. Present employers,
fellow employees, present partners, or relatives may
not be used for these references.

Intern applicants are not required to provide architect
references.

G. AFFIDAVIT
Check the box acknowledging the statements contained
in the affidavit.

MAIL
Mail application with fee payment to: 
NCARB Council Records
1801 K Street, NW, Suite 1100-K
Washington, DC 20006-1310

INSTRUCTIONS FOR COMPLETING AN
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Application for Council Record/Certificate

Name in Full*:              
*If you have had a legal name change, please attach a notarized document attesting to this fact.

U.S. Social Security No.:_____________________ Birth Date: ___________________ Application Date:

Business Address: Firm Name:

Street Address:

City: ___________________________ State/Province: ____________ ZIP/Postal Code: 

Residence Address:

City: ___________________________ State/Province: ____________ ZIP/Postal Code: 

Address for Correspondence: � Business � Residence Daytime Telephone: (         )

E-mail Address: ____________________________________________ Other Telephone:     (         )

Contact Preference: � Mail � E-mail � Fax Fax: (         )

A. Registration History

1. Jurisdiction of initial registration: ________________ Registration No.: ______________ Date Acquired:

2. List all other jurisdictions (with registration number and date acquired) in which you currently hold or have previously 
held a registration to practice architecture:

3. Have you ever been denied registration? � Yes � No

4. Has your registration ever been suspended or revoked? � Yes � No

5. Have you surrendered or allowed your registration to lapse in any jurisdiction � Yes � No
due to an action pending or threatened?

6. Have you been found by a court or registration board to have violated the law or regulations � Yes � No
in the conduct of your practice or through other conduct involving felony; any crime involving 
moral turpitude; a misdemeanor involving fraud, deceit, or misrepresentation; or any crime
other than a minor traffic violation in your jurisdiction?

7. Have you entered into a consent or other agreement with any registration board � Yes � No
in connection with disciplinary action? 

If you have answered “yes” to any of the above questions, provide dates and details of the situation in the space below. 
Include the result of any appeals. Use a supplementary sheet if necessary.

NCARB USE ONLY–DO NOT WRITE IN THIS SPACE

NCARB File No. _____________ Application Type: � CERT � CERT96 � IDP � CDH � BEA � Foreign

Form 112 10/06

� MR.

� MS. _____________________________________________________________________________________

_____________________

_____________________________________________________________________________

___________________________________________________________________________

________________

______________________________________________________________________________________

________________

_____________________

_____________________

_____________________

1. ________________________________________________ 5. ________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

___________________

2. ________________________________________________ 6. ________________________________________________

3. ________________________________________________ 7. ________________________________________________

4. ________________________________________________ 8. ________________________________________________
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B. Examination History
Jurisdiction(s) for which any

Exams Completed sections of the exam were taken: Date
� ARE (1988-present) ____________________________ ___________

� ARE (1983-1987) ____________________________ ___________

� Professional Exam “A” (1979-1982) ____________________________ ___________

� Professional Exam “B” (1979-1982) ____________________________ ___________

� Professional Exam (1973-1978) ____________________________ ___________

� Qualifying Test (1977-1982) ____________________________ ___________

� Equivalency Exam (1973-1976) ____________________________ ___________

� 7-part 36-hour Exam (1963-1975) ____________________________ ___________

� Other Written Exam ____________________________ ___________

� Oral Exam ____________________________ ___________

� Canadian Exams ____________________________ ___________

C. Education History

1. High School Dates of Attendance Highest Grade Date
Attended (From-To) Completed Graduated

____________________________________________________________________________________________

____________________________________________________________________________________________

2. Colleges, Universities, Dates of Attendance Full Name Date Degree
and Technical Schools (From-To) of Degree Received
Attended (Month-Year) Received* (Month-Day-Year)

*If no degree, indicate credit hours earned. Specify semester or quarter system.

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

Note: Canadian applicants—Provide your CACB card number ______________________________

D. Demographic Information (optional)

Gender: � Male � Female

Ethnicity: � American Indian / Native American or Alaskan Native
� Asian
� Black or African American
� Hispanic or Latino
� Native Hawaiian or Pacific Islander
� White
� Other

Form 112-2

NAME ____________________________________________________________________________________

Year(s)

NCARB USE
ONLY
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E. Experience History
Give full name and complete address of each employer. Include all periods so that no gaps appear in the chronological 
listing. Begin with first employer. List each period of continuous employment separately even if for the same employer. 
If any of the conditions of employment change (i.e., full-time/part-time status, type of firm), list each period separately.

NCARB USE
ONLYEmployer/Firm Name: _________________________________________________________________________________

Employer Address: ____________________________________________________________________________________

DATES OF EMPLOYMENT LENGTH OF TIME STATUS
Check appropriate category

TYPE OF FIRM
Check appropriate category

FROM TO FULL-
TIME

*PART-TIME
(Less than 
35 hours
per week)

MO MODAY DAYYR YR HOURS/WEEK✓

*If part-time work is noted, state average number of hours per week.
**If “other” kinds of work are noted, describe on a separate page.

Form 112-3
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NAME _____________________________________________________________________________________

Employer/Firm Name: _________________________________________________________________________________

Employer Address: ____________________________________________________________________________________

DATES OF EMPLOYMENT LENGTH OF TIME STATUS
Check appropriate category

TYPE OF FIRM
Check appropriate category

FROM TO FULL-
TIME

*PART-TIME
(Less than 
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per week)
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Employer/Firm Name: _________________________________________________________________________________

Employer Address: ____________________________________________________________________________________

DATES OF EMPLOYMENT LENGTH OF TIME STATUS
Check appropriate category

TYPE OF FIRM
Check appropriate category

FROM TO FULL-
TIME

*PART-TIME
(Less than 
35 hours
per week)
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Employer/Firm Name: _________________________________________________________________________________

Employer Address: ____________________________________________________________________________________

DATES OF EMPLOYMENT LENGTH OF TIME STATUS
Check appropriate category

TYPE OF FIRM
Check appropriate category

FROM TO FULL-
TIME

*PART-TIME
(Less than 
35 hours
per week)
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E. Experience History (continued)
List each period of continuous employment separately even if for the same employer. If any of the conditions of 
employment change (i.e., full-time/part-time status, type of firm), list each period separately.

NCARB USE
ONLY

NAME _____________________________________________________________________________________

Employer/Firm Name: _________________________________________________________________________________

Employer Address: ____________________________________________________________________________________

DATES OF EMPLOYMENT LENGTH OF TIME STATUS
Check appropriate category

TYPE OF FIRM
Check appropriate category

FROM TO FULL-
TIME

*PART-TIME
(Less than 
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Employer/Firm Name: _________________________________________________________________________________

Employer Address: ____________________________________________________________________________________

DATES OF EMPLOYMENT LENGTH OF TIME STATUS
Check appropriate category

TYPE OF FIRM
Check appropriate category

FROM TO FULL-
TIME

*PART-TIME
(Less than 
35 hours
per week)
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Employer/Firm Name: _________________________________________________________________________________

Employer Address: ____________________________________________________________________________________

DATES OF EMPLOYMENT LENGTH OF TIME STATUS
Check appropriate category

TYPE OF FIRM
Check appropriate category

FROM TO FULL-
TIME

*PART-TIME
(Less than 
35 hours
per week)
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Employer/Firm Name: _________________________________________________________________________________

Employer Address: ____________________________________________________________________________________

DATES OF EMPLOYMENT LENGTH OF TIME STATUS
Check appropriate category

TYPE OF FIRM
Check appropriate category

FROM TO FULL-
TIME

*PART-TIME
(Less than 
35 hours
per week)
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*If part-time work is noted, state average number of hours per week.
**If “other” kinds of work are noted, describe on a separate page.

Form 112-3a
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F. Architect References (Intern applicants are not required to complete section F.)
NOTE: REQUIRED ONLY TO VERIFY YOUR PAST OR CURRENT PRACTICE AS A PRINCIPAL (if applicable).

Give the names and addresses of three registered architects who are currently personally acquainted with your professional experience
and abilities. 

Present employers, fellow employees, partners, or relatives are not to be used for these references.

1. Reference Name: _____________________________________________________________________________________

Address: _____________________________________________________________________________________

_____________________________________________________________________________________

2. Reference Name: _____________________________________________________________________________________

Address: _____________________________________________________________________________________

_____________________________________________________________________________________

3. Reference Name: _____________________________________________________________________________________

Address: _____________________________________________________________________________________

_____________________________________________________________________________________

G. Affidavit
“The applicant acknowledges that the National Council of
Architectural Registration Boards (the Council) will compile and
evaluate a Record with respect to all aspects of the applicant’s
career. The applicant agrees to provide any additional
information in connection with the investigation as may be
required by the Council.

“The applicant acknowledges that any statements, papers, or
documents received by the Council in its investigation may be
transmitted by the Council to Architectural Registration Boards
of States, Provincial Registrars, or other political subdivisions
registering architects, and will not be available to the applicant.

“The applicant hereby authorizes the Council to transmit the
applicant’s Council Record and all other pertinent information

obtained in the course of its investigation to Architectural
Registration Boards of States, Provincial Registrars, or other
political subdivisions registering architects.

“In consideration of the services to be rendered by the Council,
the applicant hereby releases, discharges, and exonerates the
National Council of Architectural Registration Boards, its
officers, directors, and agents from any and all liability of every
nature and kind arising out of the transmission of information
concerning the application.”

By checking the box below, the applicant acknowledges that
he/she is the person making the foregoing statements, and that
they are made in good faith and are true in every respect.

NAME _____________________________________________________________________________________

� I acknowledge the foregoing statements.

Form 112-4
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I HEAR AND I FORGET. 

I SEE AND I REMEMBER. 

I DO AND I UNDERSTAND.

—CONFUCIUS
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Your education as an architect typically begins in a
school of architecture. But it does not end there.
Training in architectural firms, continuing education,
and professional practice further the educational
process. Schools and firms offer many opportunities for
acquiring knowledge and skills; however, you must
take responsibility for developing your competencies to
the fullest.    

State registration requirements establish the mini-
mum criteria for legally practicing architecture.
Currently 49 of the Member Boards require participa-
tion in IDP for initial registration. Participation in IDP
exposes you to the comprehensive training that is
essential for competent practice.  

IDP responds to your professional development
needs by providing a wide range of resources that
enhance day-to-day experience. The IDP training
requirement establishes levels of training in important
areas of architectural practice. Through the IDP men-
torship system, you receive advice and guidance from
practitioners. The IDP record-keeping system facilitates
the documentation of internship activities, while the
IDP supplementary education system provides a variety
of learning resources designed to enrich training.  

Sections I and II are primarily for those 
persons who are unfamiliar with IDP and/or the archi-
tectural registration process. Section I explains the
program’s purpose, objectives, and organization.
Section II places IDP in the context of architectural 
registration. The purpose of registration is explained
and general requirements—education, training, and
examination—are reviewed.  

Section III describes how IDP works. Each of the
program’s objectives is reviewed in terms of resources
and registration requirements.  

Sections IV–VII review activities undertaken in dis-
tinct phases of program participation: getting started,
maintaining participation and applying for examination.
If you are already familiar with the basic program princi-
ples and registration requirements, you should refer to
these sections for clarification of key procedures and
conditions affecting IDP training.  

Please note information in bold type. 
It signifies important program definitions
and procedures.  

An IDP training enrichment resource, the Emerging
Professional’s Companion (EPC), replaces the AIA
Supplementary Education Handbook. The EPC is a free
web-based professional development resource
designed to improve the quality of internship training.
EPC activities challenge interns to develop the aware-
ness, understanding, and skills needed to achieve the
core competencies identified in each IDP Training Area
(see Appendix F). Interns can acquire “elective” credit
through verified completion of beginner-, intermediate-,
and advance-level exercises that provide exposure to
key practice issues, including liability; health, safety,
welfare; and ethical dilemmas.

The shift from school to office is not a transition
from theory to pragmatism. It is a period when theory
merges with pragmatism. Internship is, in many ways,
the most significant developmental period in your
career as an architect. It’s a time when you apply your
formal education to the daily realities of architectural
practice; acquire comprehensive experience in basic
practice areas; explore specialized areas of practice;
develop professional judgment; continue your formal
education in architecture; and refine your career goals. 

The Intern Development Program is structured to
better prepare you for both the Architect Registration
Examination and the wide range of career opportuni-
ties that lie beyond registration. Make your IDP
experience work for you!

Introduction

*Throughout this document, the term “intern” refers to any individual in the process of satisfying a registration board’s train-

ing requirements. This includes graduates from recognized architecture programs, architecture students who acquire

acceptable training prior to graduation and other qualified individuals identified by a registration board.
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THE IMPORTANT THING IS 

NOT TO STOP QUESTIONING.

—ALBERT EINSTEIN
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The Intern Development Program: An Overview

I

IDP Purpose and Objectives
Historically, most interns were trained by mentors. 
A daily, working relationship allowed the experienced
practitioner to transfer knowledge and skills to the
apprentice. However, such a sustained learning envi-
ronment has become less attainable as architectural
prac  tice grows more complex. With the decline of men-
torship, interns lack a structured transition between
formal education and architectural registra tion. IDP
endeavors to re-create the learning environment.

A comprehensive internship program is necessary to
acquire and reinforce the discipline, integrity, judg-
ment, skills, knowledge, and quest for learning that
must serve the registered architect for a lifetime. IDP
has five objectives:
■ define areas of architectural practice in which

interns should acquire basic knowledge and skills;
■ encourage additional training in the broad aspects of

architectural practice;
■ provide the highest quality information and advice

about educational, internship, and professional
issues and opportunities;

■ provide a uniform system for documentation and
periodic assessment of internship activity; and

■ provide greater access to educational opportunities
designed to enrich training.

IDP Organization
The program is monitored by the IDP Coordinating
Committee, which is composed of the following 
representatives:  

The American Institute of Architects (AIA), as the pro-
fessional society, has primary responsibility, through its
state and local com po nents, for identifying, organizing,
and educating IDP supervisors and mentors. The AIA
also develops supplementary education resources and
the system to deliver them to interns.  

The American Institute of Architecture Students
(AIAS) collaborates with the IDP Coordinating
Committee on matters related to student concerns
about internship and registration. Through its publica-
tions and network of student chapters, AIAS keeps
students advised on IDP and related issues.  

The Association of Collegiate Schools of Architecture
(ACSA) is the organization of architectural schools.
ACSA’s role in IDP is to present the program to stu-
dents and educators, keep them advised on new
developments, and assist educator coordinators in
their activities. 

The National Council of Architectural Registration
Boards (NCARB), as a fed era tion of all registration
boards of the United States, sets national standards
for architectural regis tration. NCARB interprets these
standards, maintains records, and acts as the central
clearinghouse and contact point for all interns, archi-
tects, and registration boards in matters dealing with the
registration and profes sional conduct of architects.
NCARB is respon sible for establishing, interpreting and
enforcing the IDP training requirement.  

The National Associates Committee (NAC), represent-
ing AIA associate members, coordinates their concerns
with the IDP Coordinating Committee.

The Council of Architectural Component Executives
(CACE) represents the executive staff who support IDP
activities in AIA state and local components. 

The Society of Design Administration (SDA) repre-
sents architectural office administrators who support
IDP activities in firms and organizations. 

The IDP Coordinating Committee monitors IDP
through input from program participants. IDP is orga-
nized by state coordinators, local coordinators, and
educator coordinators.

The state coordinator is appointed by the state AIA
component or the state registration board. State coor-
dinators monitor IDP’s progress and assist parti cipants
in under stand ing the program through group presenta-
tions and statewide communication efforts.

Local coordinators assist the state coordi na tor
through local AIA components.

Educator coordinators are faculty members appointed
by a school of architecture. These individuals provide
faculty and students with information about internship
opportunities and registration requirements.

The IDP Coordinating Committee has developed and
identified several resources used to facilitate IDP activ-
ities in offices, AIA components, and architectural
schools. These resources are listed in Appendix A.  
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Regulation of the profession of architecture, including
the registration of practitioners, is a function of each
jurisdiction exercising its power to protect the health,
safety, and welfare of the people. Registration is an
administrative process resulting in the granting of a
license to practice architecture within a jurisdiction.*

All 50 states, the District of Columbia, Guam,
Puerto Rico, and the Virgin Islands have established
architectural registration boards to regulate the profes-
sion. These boards constitute NCARB’s membership.
Each board has established a set of registration
requirements that, when satisfied, results in the grant-
ing of an architectural registration.

Although registration laws vary among jurisdic-
tions, all boards require satisfaction of an education
requirement, a training requirement and an examina-
tion requirement. These requirements are discussed
below. 

NCARB publishes a document displaying each
board’s registration requirements (refer to Appendix A),
and this is shown at www.ncarb.org/stateboards/
index.html. You must contact your board directly for
more detailed information regarding your board’s
requirements.

Education Requirement
Approximately 70 percent of the boards have estab-
lished as their education requirement a professional
degree in architecture from a program accredited by
the National Architectural Accrediting Board (NAAB) or
a professional degree in architecture from a Canadian
program accredited by the Canadian Architectural
Certification Board (CACB). NAAB- and CACB-accredited
professional degree programs include Bachelor of
Architecture programs and Master of Architecture pro-
grams. These programs typically require between five
and eight years of post-secondary education. NAAB
and CACB do not accredit four-year “pre-profes-
sional” degree programs in architecture (e.g.,
bachelor of arts in architecture, bachelor of science
in architecture, bachelor of environmental design,
etc.). Most pre-professional degree programs are com-
ponents of Bachelor of Architecture and Master of
Architecture programs. Some schools have established
Master of Architecture programs for those whose

undergraduate degrees were in other disciplines. A list
of NAAB-accredited programs can be found at
www.naab.org. It is important to note that all Master of
Architecture programs offered within a school may not
be accredited by NAAB. Consult the dean of your
school to ensure you are enrolled in an NAAB-accred-
ited degree program.

Some registration boards requiring a professional
degree in architecture from an NAAB-accredited pro-
gram also accept other education assessed as
equiv alent (e.g., a professional degree in architecture
from a foreign institution). For a guide to equivalency
requirements, refer to NCARB’s Education Standard.
The Education Standard is available at www.ncarb.org/
forms/educstand.pdf.

An EESA-NCARB Evaluation Report from the
National Architectural Accrediting Board stating that
you have met the NCARB education requirement is
required for applicants with a degree in the field of
architecture granted by an academic institution outside
the U.S. and Canada (see www.naab.org >EESA).

Not all boards require a professional degree from an
NAAB-accredited program (or equivalent education) to
satisfy their education requirement. You must contact
that board directly for more detailed information
regarding your board’s requirements.

Training Requirement
Every NCARB member board requires that interns
acquire experience under a registered architect’s direct
supervision. Many boards also accept some experience
acquired under the direct supervision of other profes-
sionals (e.g., professional engineer, interior designer,
landscape architect, planner, or general contractor).
The specific amount and quality of experience consti-
tute a board’s training requirement.

Architectural Registration and IDP

II

*The term “licensure” is often used to denote the actual issuance and maintenance of an architectural license. Since licen-

sure is a part of the registration process (and to avoid confusion), this document will use the terms “registration” and

“registered” in lieu of “licensure” and “licensed.”
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All boards require a minimum period of training.
Most boards that require you to have a professional
degree from an NAAB-accredited program (or equiva-
lent education) require three years of training. For
boards with different education requirements, the
training period varies considerably, depending upon the
type and extent of previous education. Contact your
board for details.

A specified training period has existed since the
first architectural registration laws were enacted. More
recently, boards began requiring training in specific
areas of architectural practice.  

Most boards have adopted the training require-
ment established for IDP as their training
requirement for initial registration. You should com-
pare your board’s training requirement with the IDP
training requirement. Any differences should be care-
fully noted. Where differences exist, you must first
comply with your board’s requirement; however, sat-
isfaction of the IDP training requirement is required
to facilitate future registration in other jurisdictions.

Examination Requirement
Every NCARB member board requires interns to pass
the NCARB Architect Registration Examination (ARE) to
satisfy its examination requirement. The ARE is admin-
istered on a year-round basis and covers:

■ pre-design; 
■ general structures; 
■ lateral forces; 
■ mechanical and electrical systems; 
■ building design / materials and methods; 
■ construction documents and services;
■ site planning; 
■ building planning; and
■ building technology.

The content of the ARE is based on the knowledge
and skills required of a newly registered architect, prac-
ticing independently, to provide architectural services.
The ARE evaluates an applicant’s competence in the
provision of architectural services to protect the public
health, safety, and welfare. 

For more information concerning the ARE, refer to
NCARB’s ARE Guidelines, or download them from
www.ncarb.org/forms/areguide.pdf.

Registration in Other States
Uniformity of requirements among registration boards
is important primarily because of the architectural pro-
fession’s mobility. Architects customarily work not only
in the state where they live, but also in several other
states.

Once you have been granted an initial license, you
may acquire licenses in other jurisdictions if you com-
ply with those jurisdictions’ education, training, and
examination requirements. Since many boards have
uniform requirements, agreements have been devel-
oped which allow licenses to be granted without
additional qualification. One way boards facilitate this
process is by recognizing architects who hold an
NCARB Certificate. In most cases architects holding an
NCARB Certificate are qualified to receive a license
without satisfying additional education, training, or
examination requirements.

NCARB grants a Certificate to qualified architects
through an administrative process called certification.
Qualifications for an NCARB Certificate include a cur-
rent license issued by an NCARB member board and
satisfaction of NCARB’s education, training, and exami-
nation requirements. These requirements are
described in NCARB’s Handbook for Interns and
Architects. This publication is available at
www.ncarb.org/forms/handbook.pdf.

Because most boards have adopted NCARB’s edu-
cation, training, and examination requirements as their
registration requirements, NCARB certification is often
confused with registration. The two processes serve
similar purposes, but with respect to practicing archi-
tecture, they are significantly different.

An NCARB Certificate does not allow you to
practice architecture. As explained at the beginning
of this section, you must acquire an architectural
license to practice within a jurisdiction. After your
initial license is granted, the NCARB Certificate facil-
itates registration in other states. Many boards will
register out-of-state architects only if they have an
NCARB Certificate. See www.ncarb/stateboards/
index.html for more information.

Architectural Registration and IDP

II
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IDP helps you achieve comprehensive exposure to
architectural practice. To understand how IDP works,
you must first become familiar with those resources
designed to fulfill each of the program’s objectives.

IDP Training Requirement
The IDP training requirement is the program’s founda-
tion. To satisfy this requirement, you must complete specific
periods of training in four major categories: design and 
construction documents, construction contract administra-
tion, management, and related activities (professional and
community service). You are also encouraged, but not
required, to gain training in areas beyond the traditional
scope of architectural practice.

Each of the IDP training categories is subdivided
into training areas. In order to satisfy the IDP training
requirement, a specific period of training must be com-
pleted in each training area.

In IDP, training is measured in training units. One
training unit equals eight hours of acceptable experi-
ence. Appendix B displays the required training units for
each IDP training category and area.

You earn training units for training acquired under
the direct supervision of a qualified professional in one
of two ways. Through participation, experience is
acquired by performing a particular task. This is the best
way to satisfy the program’s training objective.
Experience through observation occurs when you work
with a professional who is performing the task. 

A descriptionof each IDP training area and recom -
mended intern activities is found in Appendix F.
Conditions governing satisfaction of the IDP training
requirement can be found in Appendix D.

It is important to remem  ber that differences may
exist between the IDP training requirement and
related conditions presented in this document and
those established by a particular registration board.
You must first comply with your board’s training
requirement; however, compliance with the IDP train-
ing require    ment is required to facilitate future
registration in other states.

IDP Mentorship System
The architectural profession has a responsibility to pro-
vide interns with the best possible advice relating to
day-to-day training and long-range career plans. Within
IDP, two key individuals share this responsibility: the
supervisor and the mentor. Refer to Section IV for
detailed information.

IDP Record-Keeping System
You are responsible for maintaining a continuous
record of training and supplementary education activi-
ties during your participation in IDP. This record has
several functions. For you, it identifies areas where train-
ing is being acquired and areas where deficiencies exist;
for supervisors, it is an assessment and personnel man-
agement tool; and for registration boards, it is verified
evidence of compliance with the IDP training require-
ment.

Many firms have time-management systems which
can accommodate the IDP training categories and areas.
If not, you may develop your own daily record-keeping
resources or use NCARB’s downloadable Microsoft
Excel® spreadsheet available at www.ncarb.org/idp/idp-
workbook.htm.

NCARB has developed a nationally recognized
record-tracking system. The NCARB system involves
establishing an NCARB Council Record. The Council
Record is a detailed, verified record of your education
and training. Maintained at NCARB’s Washington, DC’s
office, the Council Record is used to compile qualifica-
tions for examination, registration, and NCARB
certification.

Most registration boards require the Council
Record to verify your qualifications for examination
and/or registration. You should contact your board
regarding acceptable record-keeping procedures.

Specific steps in estab lishing an NCARB Council
Record, documenting IDP training, and applying for
examination are covered in Sections IV, V, and VI.

IDP Supplementary Education 
Supplementary education serves two primary functions:
(1) to expand upon knowledge and skills acquired
through training and (2) to keep abreast of new informa-
tion affecting architectural practice. Supplementary
education is not designed to sub stitute for required
training in each IDP training area; rather, it enriches
day-to-day experience.

You may earn training units for a post-professional
degree in architecture if the degree follows receipt of a
professional degree in architecture from a program
accredited by NAAB or CACB (e.g., Bachelor of
Architecture or Master of Architecture degree). A post-
professional degree can be at the master’s or doctorate
level.  

You may also earn training units by completing sup-
plementary education resources recognized by your
registration board. The AIA offers a wide range of contin-
uing education programs at the national, regional, state,
and local levels. The AIA also approves programs offered

How IDP Works

III
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by other professional organizations, educational institu-
tions, or private consultants. 

The Emerging Professional’s Companion (EPC), a
web-based professional development resource
(www.epcompanion.org/), consists of learning activities
related to the IDP training areas. The EPC describes fun-
damental practice issues, asks key questions, and
defines learning strategies. The EPC also provides other
resources that can help you clarify issues, address prob-
lems, and answer questions. You earn one elective
training unit for each completed learning activity.

Training units may be earned for AIA-approved con-
tinuing education programs by multiplying the number of

AIA learning unit hours by a factor of 0.25. An AIA tran-
script must accompany IDP training reports to document
completion of AIA-approved programs. Refer to Appendix
A for further information regarding AIA-approved 
programs.

Appendix G contains the NCARB conditions
affecting supplementary education. Compare your
board’s conditions governing supplementary educa-
tion with those presented in Appendix G. Where
differences exist, you must first comply with your
board’s conditions.

How IDP Works

III

The IDP Process: Getting Started

IV

You should start participation in the Intern
Development Program at the beginning of your first
acceptable entry point. The entry point is determined
by the level of education that you must achieve before
experience can count toward satisfying your registra-
tion board’s training requirement.  

The level of education varies from state to state.
Some boards accept experience after graduation from
high school; however, others only accept experience
acquired after receiving a professional degree in archi -
tecture from an NAAB-accredited program.

NCARB conditions specify that no training units may be
earned prior to satisfactory completion of:
■ three years in an NAAB- or CACB-accredited profes-

sional degree program;
■ the third year of a four-year pre-professional degree

program in architecture accepted for direct entry to
an NAAB- or CACB-accredited professional degree 
program;

■ one year in an NAAB- or CACB-accredited Master of
Architecture degree program for interns with under-
graduate degrees in another discipline;

■ 96 semester credit hours as evaluated by the
National Architectural Accrediting Board Inc.
(NAAB) in accordance with NCARB’s Education
Requirement, of which no more than 60 hours can
be in the general education subject area.

For purposes of calculating years of education, 32
semester credit hours or 48 quarter credit hours shall
equal one year in an academic program.

To participate in IDP, you must (1) establish an
NCARB Council Record, (2) identify a supervisor, (3)
select a mentor, and (4) develop a system for docu-
menting your training activities.

Identify a Supervisor
The supervisor is the individual within the firm or orga-
nization who supervises you on a daily basis, regularly
assesses the quality of your work and periodically certi-
fies your documentation of training activity. You and
your supervisor must both work in the same office
under circumstances where personal contact is rou-
tine. The supervisor is responsible for:
■ providing reasonable opportunities for the intern to 

gain adequate experience in each IDP training area; 
■ meeting regularly with the intern to review progress 

and verify the intern’s IDP training report; 
■ encouraging the intern to participate in seminars

and utilize other supplementary education 
resources; and 

■ conferring, if needed, with the intern’s mentor.

Supervisors are usually registered architects; however,
in certain cases you may be supervised by others expe-
rienced in the tasks you are performing (e.g.,
engineers, landscape architects, interior designers,
planners, or contractors). The impact of such circum-
stances on satisfying the IDP training requirement can
be found in Appendix D.



12

For interns to receive full IDP training unit credit,
architects who serve as supervisors must hold a 
current license in the state where they are practic-
ing architecture. Supervisors are expected to have a
general understanding of the IDP objectives and train-
ing requirement, in order to provide broad training
opportunities. Although supervisors are not responsi-
ble for documenting your activities, they must be
familiar with documentation procedures. Your IDP
supervisor verifies and certifies your NCARB
Employment Verification/IDP Training Unit Report
forms (see Appendix E).

Select a Mentor
The mentor is a registered architect, preferably out-
side your firm, with whom you meet periodically to
review your training progress and discuss your career
objectives. You may have your supervisor be your men-
tor. The mentor is responsible for:
■ meeting once every four months with the intern to

review training progress and to sign the intern’s IDP 
training report; 

■ suggesting additional training and supplementary
education activities; 

■ providing guidance to enhance the intern’s profes-
sional growth; and 

■ conferring, if needed, with the intern’s supervisor.

IDP Mentor/Intern Code of Conduct
■ Both mentor and intern should discuss expectations

and come to an agreement on such issues as: the
length of the relationship; frequency and types of
meetings and other activities; how to give each other
feedback; and mentor and intern responsibilities.

■ Confidentiality is an absolute requirement, for both
mentor and intern, with regard to personal and pro-
fessional issues.

■ Mentoring is not intended to be a recruitment oppor-
tunity for the mentor, nor is it a networking 
opportunity for the intern.

■ Mentors and interns must respect each other’s avail-
able time, while effectively addressing the intern’s
issues and goals.

■ Relationships between mentors and interns, other
than professional, are discouraged.

You should choose an IDP mentor who demonstrates a
long-term commitment to your professional growth. 

You may select a mentor by:
■ asking a personal acquaintance (e.g., faculty 

member, previous employer);
■ asking your employer or fellow interns for 

recommendations;
■ contacting your AIA component—many AIA 

members volunteer to serve as mentors; or
■ contacting your state or local IDP coordinator. 

(See www.aia.org/idp _coordroster to find a listing of
state coordinators.)

For all training occurring after July 1, 2000, your IDP
mentor must sign to acknowledge your IDP Training
Unit Report.

Establish a Record of IDP Activity
Many firms have time-management systems which can
accommodate the IDP training categories and areas. If
not, you may develop your own daily record-keeping
resources or use NCARB’s downloadable Microsoft
Excel® spreadsheet available at www.ncarb.org/idp/idp-
workbook.htm.

You should establish a verified record of IDP train-
ing as early as possible. Continuous documentation:
■ assures accurate verification;
■ guides the supervisor in providing training opportunities;
■ identifies areas where supplementary education may

enhance training;
■ provides prospective employers with a verified record

of experience; and 
■ saves considerable time when applying for 

examination.

As noted in Section III, most registration boards
require the Council Record to verify qualifications for
examination and registration. In addition to facilitating
registration, the Council Record serves as an applica-
tion for NCARB certification.  

A Council Record contains your academic tran-
script(s) and verification of previous and current
employment, including verification of activity in the IDP
training areas.  

Council Records are confidential documents.
NCARB will not make their contents available to any-
one other than registration boards.  

The procedure for establishing an NCARB Council
Record is explained in Appendix C. You should initiate
a Council Record at least one year prior to your antici-
pated examination date. Delays in verifying education
and training can result in financial penalties and/or
postponement of examination and registration.

The IDP Process: Getting Started

IV
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The IDP Process: Maintaining Participation

You are the prime beneficiary of IDP. To gain the great-
est benefit from participation, you should pursue it as
a cooperative arrangement with your employer. You
must recognize that employers cannot charge IDP
training costs to clients; therefore, a commitment of
time apart from normal working hours is often neces-
sary to ensure that project schedules are maintained
while training is being acquired. 

Although firms are responsible for providing train-
ing opportunities, you are responsible for documenting
your training, scheduling meetings with your supervisor
and mentor, and using supplementary education
resources. These activities typically involve at least two
hours (beyond normal working hours) each month.  

The periodic documentation of training is a funda-
mental program activity. Most architectural firms use
time sheets for recording time spent in various project
phases. The time sheets may be easily adapted to
encompass the IDP training areas. Many interns use
computer spreadsheets to display weekly and
monthly activity. NCARB provides a Microsoft
Excel® spreadsheet which may be down-
loaded from www.ncarb.org/IDP/
idpworkbook.htm. 

You should prepare employment verifi-
cation/IDP training reports (see Appendix E)
approximately every four months until all
training requirements are satisfied. NCARB
recommends that you submit these reports
to the Council office on or about January 1,
May 1, and September 1 (if employment is
continuous).

Each time you submit a new IDP 
training report, NCARB will update your IDP
Periodic Assessment Report, which is a
detailed summary of your training progress. (A
sample is shown at right). The IDP Periodic
Assessment Report is a tool that can help you
determine where additional training is
needed. You can view your IDP progress
online at www.ncarb.org/
Recordsvc.Logon.asp.

To maintain IDP participation, you must
meet periodically with your supervisor and
mentor to review the quality of your work, ver-
ify employment and IDP training reports,
identify weak training areas, plan for future
involvement, and refine career objectives.

Changing Employment
During the course of IDP participation, personal 
circumstances or external factors can result in new
employment opportunities. If you change employers,
the following procedures apply:
■ record all activity occurring prior to leaving your cur-

rent employer on an employment verification form
and an IDP training unit report form—your report for
training units earned at your current employer must
be signed by that supervisor;

■ indicate employment separation the diary section of
your report form; 

■ identify a new supervisor;
■ select a new mentor if your ability to maintain 

adequate contact with your original mentor is impaired;
■ record your next reporting period at your new

employer (after minimum duration—see Appendix D)
on a new IDP training unit report form—this report
must be signed by your new supervisor.

V
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Information for Foreign Applicants
VI

There is no reciprocal registration between foreign
countries and the U.S. (with the exception of Canada).
You cannot practice architecture in a U.S. state or terri-
tory without acquiring a license to practice in that
jurisdiction. Each of the 50 states, the District of
Columbia, Guam, Puerto Rico, and the Virgin Islands
has an architectural registration board which regulates
the profession in their jurisdiction.

To become a registered architect in a U.S. jurisdic-
tion, you must first comply with that jurisdiction’s
education, training, and examination requirements. Not
all jurisdictions have adopted NCARB’s education and
training standards. All questions regarding your eligi-
bility must be directed to your jurisdiction’s
registration board. For the contact information for
each board, see www.ncarb.org/stateboards/
index.html.

Education
Many registration boards require applicants to have a
professional degree from a program accredited by the
National Architectural Accrediting Board (NAAB).
Foreign-educated individuals, who do not hold such a
degree, may be directed to have all of their post-sec-
ondary education evaluated by NAAB. Applications for
an EESA-NCARB evaluation must be requested from:

National Architectural Accrediting Board, Inc.
1735 New York Avenue, NW, 3rd Floor
Washington, DC 20006
202/783-2007
www.naab.org (click on “EESA”)

Fees for this service will be billed to you directly by
NAAB, which is a private organization not affiliated with
any architectural registration board.

Training
Most NCARB member boards require completion of the
Intern Development Program (IDP) training require-
ment. In the IDP, training is measured in eight-hour
training units. To satisfy the IDP training requirement
you must earn a total of at least 700 training units,
with prescribed subtotals in various training areas.
Refer to Appendices B and D.

To begin documentation for the IDP, submit an
application for an NCARB Council Record, which may
be printed from www.ncarb.org/forms/112form.pdf.

Examination
Every NCARB member board requires interns to pass
NCARB’s Architect Registration Examination (ARE).
Those who practice architecture outside of the U.S. or
Canada must also pass the ARE to qualify for registra-
tion in the U.S. For further information, see
www.ncarb.org/IDP/foreign.html.

If you have any questions, please contact NCARB
at customerservice@ncarb.org or by calling 
202/783-6500.
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Architectural registration is an administrative process
resulting in the granting of a license to practice archi-
tecture within a jurisdiction. Each registration board
establishes its own application procedures for exami-
nation.  

A few boards allow interns to take the registration
examination upon satisfaction of their education
requirement (e.g., earning a professional degree from
an NAAB-accredited program); however, most boards
require satisfaction of education and training require-
ments before examination. The information in this
section applies primarily to those who have satisfied
(or will soon satisfy) the IDP training requirement and
are seeking admission to the examination.  

You should request application materials from
your board at least one year prior to your anticipated
examination date. You must carefully review your
board’s training requirement and conditions (and
related application procedures) such as:
■ Your board’s required training period. Can this period

be reduced if you satisfy the IDP training requirement
in less time?

■ How many years in “the office of a registered 
architect” are required?

■ Must you satisfy your board’s education and 
training requirements prior to the examination? 
After the examination?

■ Is an NCARB Council Record required? Will an NCARB
Council Record be accepted in lieu of your board’s
verification documents?

■ Are references required? 
■ Who can be used as a reference?

You must strictly adhere to all application procedures.
Failure to comply with the procedures in a timely 
manner can result in postponement of examination 
and registration.  

If you have an NCARB Council Record you must,
when requested, provide NCARB with written notice of
your intent to apply for examination. You may make the
request from our web site at www.ncarb.org/forms/
req_idptran.html.

NCARB will review your Record and request (if 
necessary) additional employment or education infor-
mation. Upon receipt of all information and the
appropriate fee, NCARB will send a complete copy of
your Record to your board. If the NCARB education and

training requirements have been fulfilled, the transmit-
tal will include NCARB’s recommendation for your
admission to the examination. The board will review
your Record and make the final decision on admission.
Transmittal procedures for NCARB Council Record hold-
ers are listed in Appendix H. 

If you are applying for admission to the Architect
Registration Examination in a jurisdiction which partici-
pates in the NCARB Direct Registration Program* and
you have satisfied the NCARB Education and Training
Requirements (e.g., you have a professional degree
from an NAAB accredited program and you have com-
pleted the IDP training requirements), your Council
Record will not be transmitted until after you have com-
pleted the examination process. Upon receipt of a
transmittal request, you will receive an Authorization to
Test directly from Thomson Prometric, the company
that administers the Architect Registration
Examination.

Epilogue
The processes of education, training, and examination
culminate in receiving an architectural license, a 
significant achievement in your career. Professional
development, however, does not end here.  

Today’s architects must continue to build upon
their knowledge and skills. This involves keeping
abreast of new trends and changes while refining and
expanding basic competencies.  

Some registration boards require continuing edu-
cation for maintaining an architectural license. NCARB
assists its member boards through the Professional
Development Program, a national program that
assures the public and registration authorities that
architects are continually expanding their knowledge
base.  

Continuing education is also required for maintain-
ing AIA membership. The AIA Continuing Education
System assists members in maintaining their compe-
tence and achieving their professional goals.  

While schools of architecture and firms share the
responsibility for preparing interns for productive
careers, the profession itself must continue to provide
opportunities for architects to reinforce and extend
their competencies. Only through such a sustained
commitment to lifelong learning can architects meet
the public’s high expectations for quality service.

The IDP Process: Applying for Examination
VII

* Arizona, Colorado, Connecticut, District of Columbia, Illinois, Iowa, Louisiana, Michigan, Missouri, Nevada, South Dakota,

Utah, and West Virginia.
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What is the Intern Development Program?
The Intern Development Program (IDP) is a set of resources
that, when used in a systematic manner throughout the
internship period, contributes to the development of compe-
tent architects. IDP is not a series of registration
requirements and conditions, nor is it a study program for
passing the Architect Registration Examination. The pro-
gram’s major objectives are listed in Section I.

How do I enroll in the program? What does it cost to 
participate?
Interns may begin participation in IDP by taking the follow-
ing steps:

■ Request an IDP Information Package from NCARB (see
Appendix A for address and web site). This package
includes an application.

■ Submit the application to NCARB to establish an
NCARB Council Record for documentation purposes. 

■ Identify an IDP supervisor and select an IDP mentor.
Refer to Section IV for general selection criteria.

■ Develop a personal record-keeping system for docu-
menting training on a daily, weekly, and monthly basis
or use NCARB’s Training Unit Workbook (see Appendix A). 

■ Document all previous acceptable training in accor-
dance with your state registration board’s training
requirement and conditions.

The cost of participating in IDP varies, depending on
which resources are used. Refer to Appendix C for specific
information.

Do I need an accredited professional degree in 
architecture to participate?
The level of post-secondary education required to begin
earning IDP training units varies from state to state. Most
registration boards will only accept training units earned
after completion of the first three years in an NAAB-accred-
ited professional degree program or the first year of a
Master of Architecture program for those whose undergrad-
uate degrees were not in architecture. For more
information, refer to Section IV.

Why should I begin documenting my training when my
internship starts? Why not wait until I’ve completed the
IDP training requirement?
To derive the maximum benefits from IDP, you should begin
documenting your training at the beginning of your first
acceptable employment. Retroactive documentation is dis-
couraged for several reasons:

■ Previous employers often cannot verify training units
earned, resulting in a loss of training credit toward
admission to the examination.

■ Retroactive record-keeping usually delays the examina-
tion application process, resulting in postponement of
examination and registration.

■ Several registration boards place limits on the amount
of previous experience that can be retroactively docu-
mented.

For further information on examination application pro-
cedures, refer to Section VII and Appendix H.

I’m having trouble getting the minimum training units
required in several areas. Can I use supplementary 
education to satisfy these requirements?
No. Supplementary education can be used to supplement
minimum levels of required training, but cannot serve as a
substitute for such experience. More specifically, supple-
mentary education cannot be used to satisfy the minimum
training units required in IDP Training Areas 1–16.

The AIA has developed many excellent educational
resources. You are encouraged to use them to augment
required training and to explore the broader aspects of
architectural practice. You should also discuss means of
acquiring training with your mentor and refer to Appendix F
for possible activities.

Frequently Asked Questions About IDP

NCARB Council Record
IDP Training Through NCARB Certification
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OPEN YOUR MIND AND LEARN TO SEE.

---ROBERT HEGE



A
IDP Resources

AIA Resources
The following program resources are available free 
of charge (unless otherwise noted) from:
The American Institute of Architects
1735 New York Avenue, NW
Washington, DC  20006
800/242-3837

AIA State Components
go to:
www.aia.org/components_map

IDP State and Educator Coordinators
go to:
www.aia.org/idp_coordroster

ARE Support
go to:
www.aia.org/are

Mentoring Knowledge Spot
Including the new 2005 IDP Mentoring publication
go to:
www.aia.org/mentoring

IDP Support
For information on IDP Outstanding Firm Award,
Intern Programs That Work For Firms, Intern Salary
Statistics, IDP FAQ and more
go to:
www.aia.org/idp

Emerging Professional’s Companion (EPC)
go to:
www.epcompanion.org/

Architect’s Handbook of Professional Practice,
The Construction Specifications Institute Manual
of Practice, Building Community by the Carnegie
Foundation for the Advancement of Teaching,
and The International Building Code
to purchase call:
AIA Bookstore

800/242-3837, option 4

IDP and Continuing Education
The AIA will provide IDP Record holders who are not
AIA members with a customer number that allows you
to document AIA continuing education used for IDP
credit. Visit the Emerging Professional’s Companion
(EPC) web site at www.epcompanion.org, click on the
link for “First Time Users,” and follow the prompts for
“NCARB Record holders.” The number that you are
assigned will serve as your EPC login as well as your
AIA continuing education customer number.

See Appendix H for more information about supple-
mentary education.

NCARB Resources
The following program resources are available free
of charge from: 
National Council of Architectural Registration Boards 
1801 K Street, NW
Suite 1100-K
Washington, DC  20006
Contact NCARB Customer Service: 202/879-0520
or e-mail: customerservice@ncarb.org

NCARB Member Boards and
Member Board Requirements
go to:
www.ncarb.org/stateboards/index.html

IDP Training Unit Workbook   
go to:
www.ncarb.org/idp/idpworkbook.html

Foreign Applicants
go to:
www.ncarb.org/reciprocity/foreign.html

NCARB Education Standard
go to:
www.ncarb.org/forms/educstand.pdf

Architect Registration Examination (ARE)
Guidelines
go to:
www.ncarb.org/forms/areguide.pdf

Handbook for Interns and Architects
go to:
www.ncarb.org/forms/handbook.pdf

Application for an NCARB Council
Record/Certificate and all NCARB Forms
go to:
www.ncarb.org/forms/

NCARB News Clips
go to:
www.ncarb.org/newsclips/index.html

NCARB’s Direct Connection Newsletter
call NCARB at:
202/879-0533

All of the above resources are available 
by contacting the NCARB office.
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NAAB Resources
National Architectural Accrediting Board, Inc.
1735 New York Avenue, NW, 3rd Floor 
Washington, DC  20006
202/783-2007 or e-mail info@naab.org

NAAB-accredited Professional Degree Programs 
in Architecture
go to:
www.naab.org/usr_doc/accredited_programs_19.pdf

Education Evaluation Services for Architects
(EESA) for foreign-educated applicants
go to:
www.naab.org (click on “EESA”)

ADDITIONAL RESOURCES
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A
IDP Resources
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B
IDP Training Requirement

You must acquire 700 training units to satisfy the IDP training requirement. One training unit equals eight hours
of acceptable activity in a given training area. The following chart lists the IDP training categories and areas and
the required training units for each.
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Category A:  Design and Construction Documents Minimum Training Units
Required

1. Programming ................................................................................................................................................10
2. Site and Environmental Analysis ................................................................................................................10
3. Schematic Design ........................................................................................................................................15
4. Engineering Systems Coordination ............................................................................................................15
5. Building Cost Analysis ..................................................................................................................................10
6. Code Research ..............................................................................................................................................15
7. Design Development ....................................................................................................................................40
8. Construction Documents ..........................................................................................................................135
9. Specifications and Materials Research ......................................................................................................15

10. Document Checking and Coordination ......................................................................................................10
Total Training Units Required ......................................................................................................350*
*This total includes the 275 minimum training units required, plus 75 additional training units that

must be earned in any of the training areas 1-10.

Category B:  Construction Contract Administration

11. Bidding and Contract Negotiation ..............................................................................................................10
12. Construction Phase—Office ........................................................................................................................15
13. Construction Phase—Observation ..............................................................................................................15

Total Training Units Required ........................................................................................................70*
*This total includes the 40 minimum training units required, plus 30 additional training units that must be
earned in any of the training areas 11-13.

Category C:  Management

14. Project Management ..................................................................................................................................15
15. Office Management ....................................................................................................................................10

Total Training Units Required ........................................................................................................35*
*This total includes the 25 minimum training units required, plus 10 additional training units that must be
earned in either training area 14 or 15.

Category D:  Related Activities

16. Professional and Community Service ........................................................................................................10
Other Related Activities ................................................................................................................................0

Total Training Units Required ........................................................................................................10
TOTAL IDP TRAINING UNITS REQUIRED ........................................................................................700*

*The required minimum in Categories A, B, C, and D totals 465 training units. The additional 235 training
units may be acquired in any of the listed categories.



C
Establishing an NCARB Council Record &

Council Record Fees

If you wish to initiate an NCARB Council Record, you
must obtain an application from the Council office
(NCARB; 1801 K St., NW, Suite 1100-K; Washington,
DC 20006) or from www.ncarb.org/forms. Upon receipt
of your completed application and application fee, the
following steps are taken to compile your Council
Record:
■ NCARB will acknowledge your application and send 

transcript request forms and employment 
verification/IDP training unit report forms (see 
sample in Appendix F) to you.

■ You prepare and send the forms to identified 
schools and employers. Each form is completed 
and returned directly to NCARB from the school or 
employer.

■ You can monitor your Council Record at 
www.ncarb.org/Recordsvc.Logon.asp.

■ Upon receipt of all requested information, NCARB 
will conduct a preliminary evaluation of your 
qualifications against the NCARB Education and 
Training Requirements. You will be directed to 
submit employment verification/IDP training 
reports until the Training Requirement has been 
satisfied. See sample IDP Periodic Assessment 
Report on page 13.

The time required to compile an NCARB Council
Record varies considerably, depending on the number
of verifications requested and the timely receipt of
each item. Most Council Records take between 12 and
16 weeks to compile.

The following table lists the NCARB Council Record
fees effective July 1, 2006. All other fees for NCARB
Services are in accordance with the fee schedule
described in NCARB’s Handbook for Interns and
Architects (latest edition). Council Record applications
received after July 1, 2006, shall be subject to the cur-
rent fee schedule where applicable. Fees are subject
to change without notice.

Category Description Fee

Application $285

Late $685
Application

Annual $50
Maintenance

Additional $270
Transmittals

Dishonored $25 
Check

Covers NCARB services for compil-
ing your Council Record for the
first three years and includes one
transmittal of your Council Record
to a member registration board.
(This service period is extended if
your are enrolled on a full-time
basis in an NAAB- or CACB-
accredited program.) Note:
Students and recent graduates
(within six months of graduation)
may submit $100 with the applica-
tion. The balance of the
application fee, plus any annual
increases, is due before the
Council Record is transmitted.

Covers NCARB services for compil-
ing and transmitting your Council
Record within the first 12 months
following receipt of your applica-
tion (at your request). 

Keeps your Council Record active
beyond the first three years.

Additional transmittal of your IDP
Council Record to another registra-
tion board.

For each dishonored check. 
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D
Training Settings:

Maximum Training Units Allowed 
& Conditions Affecting IDP Training

TRAINING SETTING MAXIMUM TRAINING
UNITS ALLOWED

A Training under the direct supervision1 of a registered architect2, and when No limit4

the organization’s practice (a) is in the charge of a person practicing as 
a principal3 and (b) encompasses the comprehensive practice of 
architecture, including each of the training areas in Appendix B.

B Training under the direct supervision1 of a registered architect2,   465 training units4

but when the organization’s practice does not encompass the 
comprehensive practice of  architecture, including each of the 
training areas in Appendix B.

C Training in a firm engaged in the practice of architecture outside  235 training units
the United States or Canada, under the direct supervision1 of a 
person practicing architecture, who is registered neither in the U.S. 
nor a Canadian jurisdiction.

D Experience directly related to architecture under the direct supervision1 of a 235 training units
registered engineer (practicing as a structural, civil, mechanical, or electrical Training Categories
engineer in the field of building construction) or a registered landscape architect. B, C, and D5

E Experience (other than that noted above) in activities involving the design and 117 training units in
construction of the built environment (such as analysis of existing buildings, Training Categories
planning, programming, design of interior space, review of technical C and D5

submissions, engaging in building construction activities, and the like)
when under the direct supervision1 of a person experienced in the activity.

F Full-time teaching or research in an NAAB-accredited or CACB-accredited 245 training units in
professional degree program. Training Category D

FF Performing professional and community service when not in settings  10 training units in 
described in A through F. Training Area 16

You earn training units when you are employed in training settings recognized by your state registration board.
The following table sets forth those training settings recognized by NCARB, the maximum number of training
units that can be acquired in each setting and the related IDP training conditions.

You should compare your board’s training conditions with the NCARB conditions. Where differences exist,
you must first comply with your board’s conditions.

22
D



NCARB conditions referred to by the footnotes in the
table are as follows:

1“Direct supervision” means that degree of supervi-
sion by a person overseeing the work of another,
where both work in the same office in circumstances
where personal contact is routine, whereby the super-
visor has both control over and detailed professional
knowledge of the work prepared under his or her
supervision.

To earn training units in settings A through E, if you
were not an employee of the organization in which you
received your training, you must submit evidence that
you were nonetheless working under the direct super-
vision of the person overseeing your work. NCARB
conditions do not recognize work performed by “inde-
pendent contractors” as defined by the U.S.
Department of Labor.

2A “registered architect” is a person registered to
practice architecture in the jurisdiction in which they
practice.

3A person practices as a “principal” by being (a) a reg-
istered architect as defined above and (b) the person
in charge of the organization’s architectural practice,
either alone or with other registered architects.

4You must earn at least 235 training units in
Training Setting A.

5To satisfy Training Category A of the IDP training
requirement, training units (including those earned
from supplementary education) must be acquired
when employed in Training Settings A, B, and C.

Other NCARB conditions affecting IDP training are as
follows:
■ To earn training units in Training Settings A, B, C,

D, and E, you must work at least 35 hours per 
week for a minimum period of eight consecutive 
weeks, or at least 20 hours per week for a 
minimum period of six consecutive months.

■ To earn training units in Training Setting F, you 
must be employed on a full-time basis.

■ No experience used to obtain core or elective
academic credit required for graduation in an 
NAAB- or CACB-accredited degree program may be 
used to earn training units. 

■ No training units may be earned for foreign training
other than under the direct supervision of a person 
practicing architecture; however, a person with 
five years of foreign practice as a principal in the 
office of a registered architect shall be deemed to
have satisfied the training requirement.

■ Experience in training settings other than those 
outlined above may be accepted only insofar as 
NCARB considers it to be equivalent to experience 
earned in one or more of the recognized settings.

■ In the evaluation of training, NCARB may require 
additional substantiation of the quality and 
character of your experience, notwithstanding the 
fact that the experience satisfies the above 
conditions.

For conditions affecting supplementary education,
refer to Appendix G.

D
Training Settings:

Maximum Training Units Allowed 
& Conditions Affecting IDP Training
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E
Sample Employment Verification Form

SAMPLE
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E
Sample Employment Verification Form

SAMPLE
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THE HEART IS THE CHIEF FEATURE OF A

FUNCTIONING MIND.

—FRANK LLOYD WRIGHT



F
IDP Training Area Descriptions & 

Recommended Core Competencies
The activities in this appendix enable you to acquire the knowledge, understanding, and skills that form core
compe tencies related to architectural practice. You should use the activities as a tool to enhance the quality of
your training.

Two types of activities—Awareness and Understanding and Skills and Application—are identified for each of the
16 IDP training areas. Awareness and Understanding Activities encompass the technical information, concepts,
and principles you can articulate both orally and in writing. They refer to three important reference documents:
Emerging Professional’s Companion (EPC) (see Chapter III), The Architect’s Handbook of Professional Practice
(AHPP), 13th edition, and The Construction Specifications Institute Project Resource Manual–CSI Manual of
Practice, 5th Edition (CSI PRM) (ISBN 0-07-137004-8). The PRM is the authoritative resource for the organization,
preparation, use, and interpretation of construction documents, encompassing the entire life cycle of a facility
from conception through facility management. Skills and Application Activities involve performance-based tasks
that form each core competency.

You may use the information in this appendix in a variety of ways: as a checklist, a set of goals, or a map to iden-
tify how far along you are in the process. Given the wide diversity among interns’ architectural educations and
training settings, achievement of core competencies is not precisely correlated with the minimum training units
required in each area. Some interns may achieve their objectives in the minimum required time, while others may
require significantly more experience.

At the beginning of your internship, you should familiarize yourself with the training areas and activities. Analyze
your current knowledge and practical skills and consider how you can acquire the core competencies most effi-
ciently. Keep the IDP Guidelines with you at work so you can chart your progress. Remember that specific office
tasks will often result in competencies in more than one IDP training area. Take care to accurately prorate time
among the various areas. Consult with your IDP supervisor regarding the appropriate distribution of time. As your
internship progresses, periodically discuss the activities and your particular training objectives with your supervi-
sor, mentor, and other interns. Because the activities provide a common benchmark, sharing your progress with
others can be mutually beneficial.

1. PROGRAMMING 28

2. SITE & ENVIRONMENTAL ANALYSIS 29

3. SCHEMATIC DESIGN 30

4. ENGINEERING SYSTEMS COORDINATION 31

5. BUILDING COST ANALYSIS 32

6. CODE RESEARCH 33

7. DESIGN DEVELOPMENT 34

8. CONSTRUCTION DOCUMENTS 35

9. SPECIFICATIONS & MATERIALS RESEARCH 36

10. DOCUMENT CHECKING & COORDINATION 37

11. BIDDING & CONTRACT NEGOTIATION 38

12. CONSTRUCTION PHASE—OFFICE 39

13. CONSTRUCTION PHASE—OBSERVATION 40

14. PROJECT MANAGEMENT 41

15. OFFICE MANAGEMENT 42

16. PROFESSIONAL & COMMUNITY SERVICE 43

OTHER RELATED ACTIVITIES 43

27
F

Category A:
Design and Construction Documents

Category B:
Construction Contract Administration

Category C:
Management

Category D: 
Related Activities



F
1. Programming

Definition

Programming is the process of discovering the
owner/client’s requirements and desires for a project
and setting them down in written, numerical, and
graphic form. For a project to be successful, all partici-
pants, including the owner/client, must understand
and agree on the program at the outset.

Core Competencies
At the completion of your internship, you should be
able to:
■ use information gathering and data collection 

techniques to organize and evaluate 
programming data

■ establish the scope, design objectives, limitations, 
and criteria that reflect the owner/client’s 
requirements and needs for a project

■ set forth the program requirements in written, 
numerical, and graphic form

■ research and assess information from 
postoccupancy evaluations of similar building types

■ assess a project’s feasibility

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 1; in AHPP topics 1.2, 2.3,
5.1, and 17.1; and in CSI PRM Module 1, Chapters 2.1,
2.2, 2.5 and 2.6.

Skills and Application Activities:

Activity Achieved?
Complete the following activities for a specific project:

________ Identify the qualitative and quantita-
tive requirements for the project, and
develop questions and a checklist for
an owner/user survey.

________ Investigate and document the work
process for a particular user.

________ Prepare functional relationship/
adjacency diagrams.

________ Calculate net and gross area require-
ments.

________ Relate the budget and schedule to the
program.

________ Determine owner/client needs for
phasing the project and for future
growth and development.

________ Analyze owner-supplied data and docu-
ment programmatic implications.

Minimum training units required: 10

NOTES
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2. Site & Environmental Analysis

Skills and Application Activities:

Activity Achieved?
Document and evaluate the following issues for a 
specific project:

________ Building location options on the site.

________ Regulatory restrictions (e.g., parking,
zoning, building codes, ADA) for the
site.

________ Natural conditions (e.g., topography,
vegetation, climate considerations, 
orientation) on the site.

________ Constructed conditions (e.g., infrastruc-
ture, building foundation).

________ Access to utilities.

________ Environmental hazards.

________ Input from consultants (e.g., landscape
architect, geotechnical engineer).

________ Input from groups with community
interest (e.g., community organizations,
historic preservation organizations).

________ Information from public agencies with
jurisdictional authority (e.g., zoning,
planning, building, fire).

________ Feasibility of alternate sites.

Minimum training units required: 10

Definition

Site and environmental analysis involves research and
evaluation of a project’s context and may include envi-
ronmental evaluation, land planning or design, and
urban planning.

Core Competencies
At the completion of your internship, you should be able to:
■ provide a coherent, logical, well-designed site plan 

for a specific program 
■ demonstrate the ability to intequate elements that 

influence the site’s design
■ justify the site plan design based on your research

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 2; in AHPP topics 15.3, 15.5,
and 17.3; and in CSI PRM Module 2, Chapters 2.3 and
2.5.

You must acquire 700 training units to satisfy the IDP training requirement. One training unit equals eight hours of
acceptable activity in a given training area. Appendix B lists the IDP training categories and areas and the
required training units for each.
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3. Schematic Design

Definition
Schematic design is the development of graphic and
written conceptual design solutions to the program for
the owner/client’s approval.

Core Competencies
At the completion of your internship, you should be
able to:
■ develop alternative solutions to a specific program 
■ document and present your solutions to an 

owner/client for selection and approval

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 3; in AHPP topic 18.3; and in
CSI PRM Module 4, Chapters 4.1, 4.2, 4.3, 4.8.

Skills and Application Activities:

Activity Achieved?
Complete the following activities for a specific project:

________ Develop alternative conceptual design
proposals that address the program.

________ Evaluate engineering systems 
appropriate to the project.

________ Prepare volume and area calculations
and evaluate the cost of alternative
design proposals.

________ Prepare a presentation package,
including drawings and models, to
show the owner/client.

________ Prepare a verbal and graphic presenta-
tion to communicate the intent of the
designs to the owner/client.

________ Review the selected schematic design
with the owner/client and revise the
design based on the owner/client’s
feedback.

________ Coordinate consultants’ activities 
relative to the schematic design.

________ Incorporate relevant code require-
ments into the schematic design.

Minimum training units required: 15
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4. Engineering Systems Coordination

Definition
Engineering systems coordination involves selecting
and specifying structural, mechanical, electrical, and
other systems, and integrating them into the building
design. These systems are normally designed by con-
sultants in accordance with the client’s needs.

Core Competencies
At the end of your internship, you should be able to:
■ work with consultants to incorporate engineering 

systems into building designs and resolve any 
building system conflicts

■ coordinate inclusion of engineering systems design 
in all project documents

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 4; in AHPP topics 18.5 and
18.6; and CSI PRM Module 4, Chapters 4.3 and 4.4.

Skills and Application Activities:

Activity Achieved?
Complete the following activities for a specific project:

________ Research and assist in the selection of 
appropriate engineering systems.

________ Assess sustainability issues.

________ Evaluate the types of consultants
required.

________ Coordinate and verify the availability of 
adequate utilities.

________ Evaluate engineering proposals and
fee structures.

________ Coordinate project information with 
consultants.

________ Coordinate engineering system 
documents.

________ Evaluate space requirements and costs
for engineered systems.

Minimum training units required: 15

You must acquire 700 training units to satisfy the IDP training requirement. One training unit equals eight hours of
acceptable activity in a given training area. Appendix B lists the IDP training categories and areas and the required
training units for each.
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5. Building Cost Analysis

Definition
Building cost analysis involves estimating the probable
construction cost of a project.

Core Competencies
At the completion of your internship, you should be
able to:
■ analyze and evaluate site and building 

construction costs 
■ prepare a building cost analysis that meets the 

program’s requirements and provides alternatives 
for the owner/client

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 5; in AHPP topic 14.4; and in
CSI PRM Module 4, Chapters 4.7 and 4.8.

Skills and Application Activities:

Activity Achieved?
Complete the following activities for a specific project:

________ Prepare preliminary cost analysis
using:
■ unit cost/building type basis 

(cost/square foot), 
■ unit cost basis (material labor), and 
■ standard references such as 

RSMeans Contruction Cost 
Estimating Guides and Cost Data.

________ Investigate and prepare quantity 
calculations for selected materials.

________ Evaluate life-cycle cost information in
relation to specifications.

________ Research value analysis opportunities.

________ Evaluate and document scope/
quantity/cost in comparison to materi-
als selection and the preparation of 
specifications.

________ Factor the current inflation rate and
other economic variables into the cost
estimates.

________ Understand non-construction project
costs, including land acquisition,
design, government approvals, project
financing, and marketing, and how
they impact building cost.

Minimum training units required: 10
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6. Code Research

Definition

Code research involves evaluating a specific project in
the context of relevant local, state, and federal regula-
tions that protect public health, safety, and welfare.

Core Competencies
At the completion of your internship, you should be
able to:
■ provide the owner/client with an analysis of how a 

project will respond to local, state, and federal 
regulations and other relevant code issues

■ develop a code compliance plan

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 6; in AHPP topics 15.4 and
18.4; the International Building Code; and in CSI PRM
Module 4, Chapter 4.3.

Familiarize yourself with the information contained in
the applicable codes in the jurisdiction in which the
project is located; the Americans with Disabilities
Accessibility Guidelines; and any other applicable regu-
latory manuals.

Skills and Application Activities:

Activity Achieved?
Complete the following activities for a new facility
and for an existing facility:

________ Evaluate design alternatives based on
code requirements.

________ Research all applicable codes.

________ Develop a life-safety analysis.

________ Participate in preliminary meetings
with code officials and make design
adjustments to reflect compliance with
relevant codes.

________ Develop a list of required agency
approvals during final project reviews.

Minimum training units required: 15

You must acquire 700 training units to satisfy the IDP training requirement. One training unit equals eight hours of
acceptable activity in a given training area. Appendix B lists the IDP training categories and areas and the
required training units for each.
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Definition

In design development, a project’s schematic design is
refined, including designing details and selecting
materials. This step occurs after the owner/client has
approved the schematic design.

Core Competencies
At the completion of your internship, you should be
able to:
■ provide drawings and documents for the owner/

client that detail the project’s scope, quality, and
cost 

■ select and develop details for specific materials, 
components, and systems to be incorporated into 
the design

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 7; in AHPP topic 18.3; and in
CSI PRM Module 4, Chapters 4.1, 4.2, 4.3, 4.5, 4.7,
and 4.9.

Skills and Application Activities:

Activity Achieved?
Complete the following activities for a specific project:

________ Prepare design development 
documents from the approved
schematic design, incorporating 
appropriate levels of detail in drawings
and outline specifications. Be sure to
coordinate and cross-reference 
documents.

________ Participate in discussions with the
owner/client regarding project scope,
quality, and cost.

________ Document decisions reached during
owner/client meetings and evaluate
their impact on the design program.

________ Review the design development 
documents for conflicts between 
building systems. If any are identified,
coordinate the work of consultants to
resolve them.

________ Review the design development docu-
ments to ensure they conform to
previously established requirements
and meet applicable codes.

Minimum training units required: 40
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8. Construction Documents

Skills and Application Activities:

Activity Achieved?
Complete the following activities for a specific project:

________ Create mock-ups of project drawing
sets.

________ Prepare a schedule for preparation of
construction documents that includes
milestone markers and reviews as
appropriate.

________ Prepare plan, elevation, and section
drawings that clearly convey the design
development documents. Coordinate
and cross-reference the documents,
including the work of consultants.

________ Document decisions reached at 
relevant project team meetings, and
evaluate their impact on the 
development and production of the
construction documents. 

________ Review the program to check for 
discrepancies between the design
development and construction 
documents.

________ Help the owner/client obtain required
approvals and permits.

________ Using the owner/client’s operational
requirments, develop a construction
phasing plan

Minimum training units required: 135

You must acquire 700 training units to satisfy the IDP training requirement. One training unit equals eight hours of
acceptable activity in a given training area. Appendix B lists the IDP training categories and areas and the
required training units for each.
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Definition
Construction documents are the written and graphic
instructions used for construction of the project. These
documents must be accurate, consistent, complete,
and understandable.

Core Competencies
At the completion of your internship, you should be
able to:
■ prepare an accurate, consistent, and complete set

of architectural construction documents 
for a project 

■ explain construction documents to a client
■ check and coordinate the integration of structural,

mechanical, electrical, and plumbing systems with
the building and site

■ based on the specifications, prepare a production
sequence floor chart to illustrate the relationship
between construction documents and the construc-
tion process

■ when applicable, prepare phasing documents to
illustrate the construction sequence

Understanding and Awareness Activities
Review the information, concepts, and principles 
contained in EPC Chapter 8; in AHPP topics 13.4 and
18.5; and in CSI PRM Module 5.
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Definition
Specifications and materials research leads to 
analysis and selection of building materials and 
systems for a project. The materials specified for a
particular project communicate the requirements and
quality expected during construction. Specifications
are included in a project manual that is used during
bidding and construction.

Core Competencies
At the completion of your internship, you should be
able to:
■ prepare specifications in accordance with CSI stan-

dards by translating the construction requirements
into a specifications format

■ research and select appropriate building materials 
based on performance criteria and program 
requirements

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 9; in AHPP topics 13.4 and
18.6; and in CSI PRM Module 4, Chapters 4.4, 4.5,
4.6, 4.10, and Module 5. Familiarize yourself with the 
information contained in the Sweets Catalogs.

Skills and Application Activities:

Activity Achieved?
Complete the following activities for a specific project:

________ Investigate product literature or ques-
tion manufacturers’ representatives to
acquire information about materials for
use in preparing specifications.

________ Prepare specifications for a project.

Minimum training units required: 15

NOTES
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Definition
Document checking and coordination is the means by
which quality assurance is established and maintained
throughout a project’s development.

Core Competencies
At the completion of your internship, you should be
able to:
■ verify that information produced by the various 

disciplines involved in the design/construction 
process is coordinated throughout the project 
documents

■ apply standard document-checking procedures for 
a project, and revise and correct construction 
documents, as required

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 10; in AHPP topic 13.4; and
in CSI PRM Module 4, Chapters 4.8, 4.9, and Module
5, Chapters 5.1 and 5.11.

Skills and Application Activities:

Activity Achieved?
Complete the following activities for a specific project:

________ Develop a list of all drawings and other
documents required for the project,
including brief descriptions of their
contents.

________ Assist in cross-checking products and
materials called for in the specifica-
tions for consistency with
corresponding terminology and
descriptions in the construction 
documents.

________ Coordinate all project drawings for
accuracy of dimensions, notes, and
abbreviations.

________ Assist in developing a schedule of lead
times required for proper coordination
with other disciplines.

________ Cross-check all consultants’ drawings
with architectural drawings for possible
conflicts and interference of plumbing
lines, ductwork, electrical fixtures, etc.

________ Assist in final documents review for
compliance with applicable codes, 
regulations, etc.

________ Make revisions and corrections to pro-
ject documents based on the results of
project document checks.

Minimum training units required: 10

You must acquire 700 training units to satisfy the IDP training requirement. One training unit equals eight hours
of acceptable activity in a given training area. Appendix B lists the IDP training categories and areas and the
required training units for each.

NOTES
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Definition
Bidding and contract negotiation involves the estab-
lishment and administration of the bidding process,
issuance of addenda, evaluation of proposed substitu-
tions, review of bidder qualifications, analysis of bids,
and selection of the contractor(s).

Core Competencies
At the completion of your internship, you should be
able to:
■ understand the difference between the bidding and 

contract negotiation processes
■ follow appropriate procedures during the bidding 

process
■ complete bidding and contract forms 

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 11; in AHPP topics 11.1
through 11.3 and 18.8; and in CSI PRM Module 3,
Module 5, Chapters 5.2, 5.12, and Module 6.

Skills and Application Activities:

Activity Achieved?
Complete the following activities for a specific project:

________ Prepare bidding documents and 
maintain the distribution register.

________ Research and prepare an addendum
to the bidding documents and write a
notice announcing the change. 

________ Attend a bid opening and observe the
bidding process.

________ Assess requests for substitutions.

________ Develop and illustrate a comparative
analysis of bids.

________ Compare bids with final project esti-
mate.

Minimum training units required: 10
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Definition
Construction contract administration tasks carried out
in the architect’s office include facilitating project 
communication, maintaining project records, reviewing
and certifying amounts due contractors, and preparing
change orders (also see Training Area 13,
Construction Phase-Observation).

Core Competencies
At the completion of your internship, you should be
able to:
■ understand the relationship between construction 

documents and the construction contract 
administration process

■ organize and manage contract administration tasks
during the construction phase

■ follow appropriate administrative procedures 
during the construction phase

■ facilitate communication among all participants in 
the construction process, including the 
owner/client

Awareness and Understanding Activities
Review the information, concepts, and procedures 
contained in EPC Chapter 12; in AHPP topics 14.2
through 14.4 and 18.9; and in CSI PRM Module 7.

Skills and Application Activities:

Activity Achieved?
Complete the following activities for a specific project:

______ Obtain information and submittals required
for the notice to proceed.

______ Manage, review, and coordinate the shop
drawings, samples, and other items 
submitted by the contractor.

______ Attend a preconstruction conference.

______ Process change orders, requests for 
information (RFIs), and requests for 
clarification.

______ Document conflicts that occur during the
construction process, and propose at least
two alternative resolutions to each conflict.

______ Review and approve applications for pay-
ment.

______ Participate in verifying the punch list submit-
ted by the contractor.

______ Prepare a certificate of substantial 
completion.

Minimum training units required: 15

You must acquire 700 training units to satisfy the IDP training requirement. One training unit equals eight hours of
acceptable activity in a given training area. Appendix B lists the IDP training categories and areas and the
required training units for each.
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Definition
Construction contract administration tasks carried out
in the field include observing construction for confor-
mance with drawings and specifications and reviewing
and certifying amounts due to contractors (also see
Training Area 12, Construction Phase-Office).

Core Competencies
At the completion of your internship, you should be
able to:
■ understand the relationship between construction 

documents and the construction contract 
administration process

■ manage field observation and documentation tasks
■ evaluate completed construction for compliance 

with the construction documents and specifications

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 13; in AHPP topics 14.2 and
18.9; and in CSI PRM Module 7, Chapters 7.1, 7.2,
7.4, 7.6, 7.7, 7.8, and 7.12.

Skills and Application Activities:

Activity Achieved?
Complete the following activities for a specific project:

________ Take minutes at a regular job site
meeting.

________ Review progress of work and attend
meetings when appropriate to assess
quality and performance.

________ Document unforeseen conditions that
arise during construction, and develop
several alternative solutions to resolve
these problems.

________ Verify completion of work itemized in
monthly applications for payment.

________ Verify the completion of punch list
tasks.

Minimum training units required: 15

NOTES
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Skills and Application Activities:

Activity Achieved?
Complete the following activities for a specific project:

______ Assess time requirements for all project
tasks.

______ Develop a project work plan that identifies
tasks, responsibilities, personnel 
requirements, schedule, and budget.

______ Manage consultants and review all 
contracts and billing approvals.

______ Evaluate project work progress.

______ Manage project reviews and coordination
through participation in meetings.

______ Prepare a schedule of client billings, and
establish initial client invoices according to
project contracts.

______ Participate in and document the project
closeout process.

______ Help resolve any disputes that arise.

Minimum training units required: 15

You must acquire 700 training units to satisfy the IDP training requirement. One training unit equals eight hours of
acceptable activity in a given training area. Appendix B lists the IDP training categories and areas and the
required training units for each.
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Definition
Project management includes planning, organizing,
and staffing; budgeting and scheduling; leading and
managing the project team; documenting key project
information; and monitoring quality assurance.

Core Competencies
At the completion of your internship, you should be
able to:
■ coordinate communication among all parties 

involved in a given project
■ manage contracts, personnel, schedule, and 

budget throughout all phases of a small project
■ administer agreements with the owner/client and 

consultants
■ maintain project quality during design and 

construction

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 14; in AHPP Chapter 14; and
in CSI PRM Module 1, Chapters 1.1-1.5, Module 2,
Chapter 2.6, and Module 7, Chapters 7.7, 7.8, 7.10,
7.11, 7.12, and 7.13.
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15. Office Management

Definition
Office management involves allocation and adminis-
tration of office resources to support the goals of the
firm.

Core Competencies
At the completion of your internship, you should be
able to: 
■ identify and articulate the activities required to 

maintain a successful and healthy office environ-
ment in an architecture firm

Awareness and Understanding Activities
Review the information, concepts, and principles 
contained in EPC Chapter 15; and in AHPP Chapters 6,
8 through 10, and 12, and topics 7.4, 13.1 through
13.3, 14.1, and 15.1-15.2.

NOTES
 _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

 _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

 _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

 _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

 _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

42
F

Skills and Application Activities:

Activity Achieved?

________ Review economic trends, forecasts, 
and indicators in relation to the firm’s
markets.

________ Study the firm’s statement of 
principles, strategic plan, and 
organization. 

________ Participate in selected marketing 
activities.

________ Assist in interviewing potential project
team members including consultants.

________ Help develop opportunities for 
professional collaboration, team 
building, consensus building, and 
conflict resolution.

________ Prepare interview questions for
prospective employees, and participate
in the interview process.

________ Understand the difference between
compensation, overhead, and direct
personnel expense.

Minimum training units required: 10



Definition

Interns will find that voluntary participation in 
professional and community activities enhances their
professional development. Such activities will increase
your understanding of the people and forces that
shape society, as well as augment your professional
knowledge and skills. Community service does not
have to be limited to architecturally related activities
for you to receive these benefits.

Core Competencies
At the completion of your internship, you should be 
prepared to :
■ contribute your talents responsibly in a traditional

or nontraditional community-based organization
with the goal of helping to improve the quality of life
in the community

Awareness and Understanding Activities
Understand the information, concepts, and principles
contained in the chapter titled “Goal Seven/Service to
the Nation” in Building Community, published by the
Carnegie Foundation for the Advancement of Teaching
(1996).

Skills and Application Activities:

Activity Achieved?

______ Participate in a professional association by
serving on committees and engaging in
related service activities. Training units
cannot be earned only by attending 
seminars, meetings, or conferences.

______ Provide career counseling or mentorship for
high school and college students.

______ Conduct educational programs about the
profession in elementary and secondary
schools.

______ Participate in civic organizations, neighbor-
hood groups, museum programs, and other
activities that address such issues as home-
lessness, natural disasters, historic
preservation, resource conservation, and
environmental awareness.

______ Participate as a member or advisor to a
local zoning board, planning committee, fine
arts review board, or similar community-
based organization.

Minimum training units required: 10

Other Related Activities

The Intern Development Program is not intended to be narrow or restrictive; rather, IDP brings the broad
aspects of architectural practice into proper perspective. In addition, new services that do not fall into more 
traditional practice settings are opening to architects. Other related activities allow you to gain expertise in
these areas, while developing basic practice skills. Activities in the following areas would be appropriate: energy
conservation, computer applications, planning, interior design, landscape architecture, environmental and
structural engineering, applied research, teaching, historic restoration, and professional delineation.
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Supplementary Education Conditions

The above activities should be compared with those recognized by your registration board. If differences exist, you
should use board-approved resources. Supplementary education activities are subject to the following conditions:

■ Except for a post-professional degree in architecture, no training units may be earned for supplementary 
education unless the intern is employed in a recognized training setting (refer to Appendix E).

■ Supplementary education cannot be used to satisfy the minimum training unit requirements in IDP Training 
Areas 1-16 (refer to Appendix B).

■ Credit for supplementary education activities may not exceed 235 training units.

You may earn training units through the following NCARB-recognized supplementary 
education activities:

1 Completing activities provided in the Emerging Professional’s Companion, located at
www.epcompanion.org.

2 Completing AIA-approved continuing education resources and programs. Each hour of AIA-approved con-
tinuing education earns two hours of IDP credit (one AIA Learning Unit hour earns 0.25 IDP Training
Units). An AIA transcript must accompany your IDP training reports documenting completion of AIA-
approved resources (refer to Appendix A for listing).

3 Earning a post-professional degree in architecture after earning a professional degree in architecture from
a program accredited by NAAB or CACB. A post-professional degree in architecture received before July 1,
2002, earns 235 training units in IDP Training Category D. A post-professional degree in architecture
received after July 1, 2002, earns 117 training units in IDP Training Category D. Credit hours must be in
subjects evaluated by NCARB as directly related to architecture.

Supplementary education serves two primary functions: (1) to expand upon knowledge and skills acquired through
training and (2) to keep abreast of new information affecting architectural practice. Supplementary education is not
designed to sub stitute for required training in each IDP training area; rather, it enriches day-to-day experience.
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Applying for Examination/Registration
(for NCARB Council Record Holders)

The Architect Registration Examination (ARE) is offered 
year-round at a network of computer-based test cen-
ters. When applying for admission to the ARE, please
follow these important steps.

Contact Your Registration Board
In order for you to understand all applicable require-
ments and procedures, it is important that you contact
the architectural registration board in the jurisdiction
where you plan to register as an architect. The address
and phone number of each registration board is avail-
able at www.ncarb.org/stateboards/index.html.

You should inform the registration board that NCARB
will be submitting your Council Record in support of
your application to take the exam. The registration
board will give you specific requirements and exam
fees. Please note that NCARB will not transmit your
Council Record until you have met all of the board’s
eligibility requirements.

Request Transmittal of Your Council
Record
When you have satisfied your registration board’s eligi-
bility requirements and have paid the balance of your
Council Record compilation fee*, NCARB will request
written authorization to transmit your Record (see sam-
ple at right). This authorization may be submitted
directly from NCARB’s web site. Transmittal authoriza-
tion cannot be submitted until requested by NCARB.

Transmittals will be made on a strict date-order basis
within 30 business days receipt of the transmittal
authorization. This policy will be strictly enforced.
Incomplete or incorrectly completed forms will result
in delays.

If you wish to have additional information transmitted
to the same jurisdiction (after the initial transmittal),
NCARB will do so upon your written authorization. If you
require a second complete transmittal to another state,
we will charge the regular $270 transmittal fee.

*This fee varies, depending on the amount paid when
the Council Record was established and whether the
transmittal is made within 12 months of establishing
the Record.

SAMPLE TRANSMITTAL 
REQUEST LETTER

[Date]

Council Record Operations Division
NCARB
1801 K Street, NW
Suite 1100-K
Washington, DC 20006

Dear Council Record Operations Division:

I hereby authorize the release of my Record to the____________ [specify jurisdiction] board in support of myapplication for examination.

Sincerely yours,

[Name]
[Council Record Number]
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